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MIDCAREER PROGRAM FCR THE OFFICE OF TRAINING

1. In compliance with pertinent regulations, the Office of
Training hes inaugurated a Mldcareer Training Program. The purpose
of the program is to identify and train officers who will eventually
assume the senior positions within OTR, or elsewhere within the Agency.
Tn addition, it will exemine all OTR careerists who fall within the
general age and grade range criteris to insure that their training needs
are being met in a menner that will insure maximum ubtilization of their
skills and potential..

o, (Criteria for selecting OTR midcareerists include the following:

a) Skills: He must be highly qualified in his sub-
stantive field of training'and/or have demonstrated
his aptitude for supporting the various activities
necessary to the training mission at a senior level.

b) Performence: High quality performence is essential.
His employment history should show steady growth to
positions of ever increasing responsibilities. He
must have demonstrated ability to cope successfully
with diversified and challenging assignments and
projects. '

c) Potential: In addition to making progress in a
substantive field, subject must evidence the
administrative capebilities and leadership qualities
which merk him for positions of senior responsibility
at the GS-15 or higher level. In addition to those who
have displayed an aptitude for broad and executive type
positions, this office will also select certaln
individuales whose specialities are nerrow in scope
but highly significent to the training mission. In
this we recognize the importance of the contributions
made by senior speclalists.

d) Age: Candidates should be between the ages of 35
and 45.

e) Grade: Cendidates will be in the grade GS-13 (a few
exceptions may be made where outstending candidates
are identified at the grade GS-1k).

Approved For Release 2001/08/01 : CIA-RDP80;01 856 .
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3. The original group of officers will be selected from a slate
of candldates to be presented at & Training Cereer Board meeting.
Additions or deletions to this group will be made at reguler Career
Board meetings. All OTR careerists who are within the sbove grade
and age zones will be considered with a view towards achieving optimum
performence and advancement through plamned training. For those who
do not become a part of the OTR Midcareer Program, efforts will be made
to identify training and career progreming sppropriate to their needs.
When training other than midecareer training 1s eppropriate, or when no
additional treining is appropriate, the employee will be so advised.
The instrument to accomplish this counseling will be our established
Career Preference Outline review system.
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MEMORANDUM F(R :

SUBJECT : Admission to the 0ffice of Training
Midcareer Treining Program

1. I em pleased to Inform you that you have been selected for
admission into the 0ffiée of Tralning Midcareer Program by the
Training Career Board. As you may be sware, the program covers a
five year span and may include rotational assignmments, orientation
and familiarization tours, external and internmal training courses,
and attendsnce in the Midcareer Execubtive Development Course. To
assist in esteblishing your program, it is requested that, in con-
sultation with your school or staff chief, you draft a program
using the attached OTR Career Preference Outline. You sre reminded
that counseling is available within OTR as provided by the Regilstrar,
the Specilal Agsistant Lo the Director of Tralning, your Career Mansge-
ment Officer, and, of course, myself. TYou draft will be presented
to the Training Career Bosrd for approval and/or modification as
appropriate. It is highly probable, that changes in your plan will
become necessary as OTR responsibilities and priorities respond to
the changing requirements of the Agency. In that event, these changes
will also be presented to the Career Board for approval.

2., It may be well to mention that the honor of selection carrles
with it the obligetlon for you to exert all possible effort snd 1lniti-
atlve to achieve maximum benefit from the progrem. In addition, you
should be aware that your program, as approved by the Career Board,
is not to be considered your "carte blanche" to success nor an
irrevocable document with precise commitments. However, you cean
know that I will do everything possible to insure that your various
assignments, orientations, end formal training, will correlate with
the substance and timing of your approved plan.

3. May I extend my congratulations on your selection for
participation in the Midcareer Program.

/s/
MATTHEW BAIRD
Director of Training

Attachment
as stated
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OFFICE OF TRATIING
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MATIHEY BATRD
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OYFICE OF TRAINING '
2 0 FEB 1964

HOTLCH
HO, 6.6k

SURJECT @ " Eeporting of BEmployee Wrergencies ond (Mforeseen Absences

3. 'The attentvion of nll supexvisors 1s directed to refererced
vegblation regarding reportlng of sumployee onergencles and uwaforecesn
auseices. 16 iu extwenaly important that sll avpervisors snd erployees
e awosre of thelr respoasivilities particularly repovding the veporting
of esiployee energeneles or unfoveseen abeences lmiediately to the
Oivice @f Perscuneld throvgh PO/TR. It is dmpoxtent to comhesize that
uerbion of the regwlotion raguiring the esmloyee to report snforeseen
sheeinces wlithin the £ivat twe hours of the work day; and the supev-
visor’s vesponsibility o follow-up to contact en employee vho does
not repart in this pericd of time.

2. Relative to esployee emergencies, it ie encurbent wpon cach
employee of UIR. to be sure that the neme, sddress endl telephone nviber
on his exergeacy icceboxr carxrd ic current and accurate. Thaese coards
are revained im PO/TH.

% Nob dpeluded ia yefervensed tegnlaticon, dut salient 4o the
elfective administraticon of TR, 15 an additlicnsl requirement for those
o alck leove to yeport thaiy condidtlon to thelr superviscors on a

dazly hagds. Tiose who wlll go on plensed and extended slcek leave
By BTievse & pericdie reporting procedurz, appropriate to employec's
Mlness ond coadlbions of confinement.

b, Tach Scuocol end Staff Chuiaef shouldd thercfove circulatbs
i’ﬁwvma:ri reguiation ©o ¢ll of bis cwployeos erd certify (through
the weekly) to the Director of Trulning whon sll of his employees
have peed end waderatond the provisions of this regulation. New
cwployees and roburnces to OFR will be alevied to 'uhis repulation as
They precess through PO/SR

Actiag Dlrector of Traini

Distribution:
ALl Supervisors
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NOTICE - 31 Cotaber 30052
H0,  18-852 '

SUAIECT:  TFedewsl Selary Refoym Act of 1982

) o a . oA
Lo ihe “carrot" and the Ystick" appronches o perconuel
aoerent bave long baoa recognlzed on opposite bt effective

vouls of mansgecent. Sowe emplovess wovrk nore offectively if

sraiatd and rewayded by their supervigors -- the “cavrot” opprosch;

s pesd $0 be prodded hy the gosd, the threst ox the "stick™.
orel Salary Pefora Ach of 1962 offors the OTR supervisor
whe ooportunliy in one package o ebillse beth Sheoor tools of
wnngemont or whlchever of the two is spproprlate.
2. Whe "earrot" aspeek of the Avt enodles monsgoement to

ranopnice the especialliy worthy employee by lierld iu-srede

soniong, uot to erxceed nore than oune each yesr. Tals 48 the
orévnity we've leng walied for in OIR to gilve racomlfion %o
poyee wie clesrly deserves a full grede prowotion bab whow,
heeanse of the extremely Lislied nuwber of prowwbion vacancies,
Aculorly da the hirker grades, we'are wmasble o pramte. The
#6 ln-pgrade promotlon i not 4o he vood indiscximinstely. IS
i for “good 0ld devoled Joo", orx prewby, young end atbtrective
Noy ohondd 1% boe glven for loug yeexa of slizhily bettexr
3 averese service., IL io for the oubslording employee, vhose
CERPlciency Repoyhs so refleck, bub who camod ofheruise be rewarded.

3. The "stick" sspeet of the Act wipes off the books the old,
vracbicenlly culopatic, in-grode atep increastes for all asployees
vhose peviorwonce 18 "sobisloctory" end replacez this with in-grode
wes for those employees wione periowmance dewonstratos on
woble level of commebance."  Fortunehely, there are very few
sioyees in GLR whoge peviciuence is maxginally satlaefsctory. Or
we BRY eve sre fow supervieors in OOIR who hove wvanted in the
2 R g0 vhaouss tie lebyrivthine burcaucratic proccdures. of
rOVing en enployee’sn poexfomence to bu vnsabisinciovy. Bub there
o vest dlfieraace bglucon o verforzence wiich is morely satis-
ey and perfommcones widch devenstinics #n eccepdoble level of
2. Hare thon is both on opportueniiy to reward the coupetent
nly the goed to the amloyee who is "coosting”, vho tokes
cn upuswal toorad of sick lenve on Fridoys zad Mondays, who custome
cakiy gives o nlgher priovily %o the mreting of car pcol deacdlines
aen e does Y0 the meeting of cifice dendlinen; or wvho is simply
nod perxiorning well at his pgrade level. e
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L. %he 3R Cevesy Peszd hesebily endoraes these &
s of wha Fedorsl Sslary Defomn Ach snd ewpoceis that IR
visors will peke sull vee of them.

HAITHEY BAIRD
Cheininn, GIR Career Doord

1

Nisbtyibution:
ALL TER Suvervigorss
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JRANDUM FOR: Director of Tersommel
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£

SURTECT s Conversd cally-fired Buplovess from &7
o BA Ceresr Service Desisnation

s L pecommrd thabt the loeaily-hired employees nowed on the
chtached Liat be consldeysd for corwersican from S to NHA Capsar

Lervice Designebions. The tom "loeaily<hived” means that the

S

25XYp % 1A6a

25X1A6a

25X1A6a

zi"”
Ee

Iy pprecunent hotvesn the Ddrector of Fersonnel and the
Hrector of Troining, confirmed by menorendua dubed 10 November 1953,
W hove not weon assisndny sewvice desipnobions $o incoming locallye
ed persounel.  For the sule of wulfomdty, T would now Iike to
oly this throughoub the entire Station, by ¢lassifyving NA those
roanalning locally-ired emplayess who still corey on 87 designotion.

25X1A9%9a

Acting Divector of Trainiag
i Distribution:
C Crig & 1 -~ Addresses
1 - ADTR
1 - PO/TR
25X1A%9a OTR/WED/ N :vov (S5 Morch 62)
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MEMORANDUM FOR: Chief, Operations School

SUBJECT : Conversion to Career Employee Status

ocin e« [ -+ 35 5> ¢

1. In accordance with referenced regulation, which establishes
categories of personnel within CIA and sets forth policies for the
selection of Career Employees, I have attached to this memorandum
the names of employees in your office who have become eligible for
conversion to Career Employee status since processing for Career
Staff membership was suspended.

25X1A 2. [ stotes in part: "Career Employees are staff
persomel who, having attained age 25 and having served & provisional
period of at least three years in CIA, are selected for long-term
sexrvice in the Agency. The selection of an individual for Career
Employee status will be based on his Job performence, his personal
conduct, evidence of his intent, capability, and desire to fulfill
the service obligations of the Career Service to which he is assigned,
and his potential for long-term service in CIA."

3. In some cases you may wish either to recommend deferment
for a specific period (not to exceed one year) or to recommend that
the employee's Career Provisional appointment be terminated because
he has failed to meet carecer employment standards.

b, Based on the criteria in paragraph 2, please indicate after
each name which of your employees listed you feel to be suitable for
selection to Career Employee status, and which, if any, you recommend
for deferral or termination. Please return this list to the Personnel
Branch no later than 1 December, so that the Career Service Board
mey consider your recommendations at our meeting on 7 December 1961.

MATTHEW BAIRD
Director of Training

Attachment
as stated
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~ OFFICE OF TRATNING REGULATION NOu 0.9

OTR

6 December 195'6 i

SUBJELT: Rotation Procodures - OFR Peraonnel

VAIGISSIONs  OTR Regulation 20-9 dated 19 April 1955

t0 be followsd within the Office of Training 1o accomplish the mystmw

Yo, GENERAL

This regulation ésmbliahes pollcles and outlinas the procedures

matie exchange of personnel on a rotatiomal basis between tha Office
of Training and othm_' components of *the_z Agoncy.

20

3o

POLICY

8. A Primary. dbjéé't.j.v@ of OIR 46 gontdnvally to improve the _
Squality of training.:. The assignment of qualitied operationally

wiperienced personnel to OTRids an assential step in accomplishe
ing thls objective, D E A . :

- bs The assignment of OTR cupeser desigme@s,; where approprisha,
. %o selected positiens in other componenta of the Agency, pariim

cularly in the Clandestine Services, will provide opportunity

~ for individuals to gain valuvable Headquarters and fleld experde

ence, thus enhancing their effectivencas upon thelr return two

OTR,

co The tour of duty in OTR and obher conponenta wﬂ,l'cénfom,
to the normal tour of duty of the componentse o

":{d‘;_. The Directer of Training will approve all Aro'i;ations,

PROCEDURES

. e

B Each School and Staff Chief will prepare a list identii‘ying

those positions under his direetion which require pevsounel with
specific Agency experience (e.gs FI Case Officer experisnce)s .

b, Fach Scliool and Staff Chief will establish s priority rokation

in OTR and other considorations (e.g. age, eto).

1ist of omployses under his direction baned on length of aoivice

Approved For Release »'2001/08‘/01 : _c%ze’mdomoomoos-e
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" OFFICE OF TRATNTNG REGULATION NO. 209 6 December 1956

Co The liste as deseribed in 3 (a) and (b) will be submitted
to the FO/TR who will coordinate with the OTR Career Service
Board for final approval.

do After approval of the priority rotation lists by the OTR
Career Service Board, the PO/TR will provide copies to the

‘School cr Staff Ch.ief concerned and will advise the appropriats‘

Career Service Panel or Board of the OTR persons who would
normally rotate to their ares. The initlal rotation echedule

will be completed by approximately ) January 1996 and will be

‘revised quarterly thersafter.

@, Six monthe prior to the projected rotation date of an
individual, the POATR will contact the sppropriate School or

.- 3taff Chiefl and vill submit two reports to the appropriate
Career Service Panel or Board: One report will describe an
incividval®’s qualifications and most recent duties, and the
other will bhe ' vacancy report denoting the job requirements
for a replacement. In the event. ths projected rotation data
carmot be honored, reasona ther'efor will be submitted t0 the

 OFR Carecr Service Board. If the reasons given are considered
to be valid by the OTR Career Service Board, processinp will
comense on the ne:rt listed :lndividmlg

~ A)l rotations are zmbject to the pmumnent of sultable

mplacmnts unless approved othemise by the OTR Career Servico

Boardo !

5 Director of Training

Distirtbutdons R
A1l OTR Personnel . =
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OIR

OFFICE OF TRAINING REGULATION NO, 20-8 19 April 1955
SUBJECT s ‘Assignment of Persomnel to Vacant Positions Within OIR
{/MESCISSION: OTR Regulation No, 20-8, dated 15 October 1954 .

1, POLICY '

Tt is the policy of the Office of Training to glve equitab]e considor=
ation to 81l eligible OTR personnel for vacsnt positions which ccour
within OTR, and to ensure the proper slotiing of personnel in accordance
wlth an approved Table of Organization, Recruitment ocutside OTR will

be undortaken only after consideration of OTR perﬂonml has falled to
produce an acceptable candido.te.

2. . PROCEDURES

'a, The Chiefs of major OTR components will notify the Personnel Officer, .
~ OTR, when vacancies occur within thelr components, :

b, Upon receipt of this notification the Personnel Offlecer will review
" the records of qualified OTR employeee and recammend to the Chief

of the component concernad those employees whose ssniority, quality

- of training evaluatlons, and excellence in performance ratings are
such as to warrant consideration for ths wvacant position, In addition,
the Personnel 0fficer, OTR, will consult with thons Chiefe and
Bupervisors whose personnel are being considered, with regard to
availability, oareer plans, and othor pertinent factors,

¢. The Chlef of the component wherein the wvacancy ocows will indicate
his selection from the oligible employees, and, when agraement has
i been reached between the individual and the Chiefs of the components
- concerned, the Perasomnel Officer, OTRy will take the mceaaary action
© to effeet reassigmment to the wvacant position, -

d, - When an agreement cannct ba reachsd botween the Chiofs concerned, '
and the Personnsl Officer, OTR, the matter will ba raferred to the i
- OTR Career Service Board for deciaion, o

| e, In those cases where there are no accaptable OIR candidates, the

Personnel O°ficer/OTR, will undertake recruitment outside O“R, upon
authorization of tho OIR Career Servies Board,

/ _ - 25x1A%a
TTHEW BAIRD |

' Director of Training : ’ :

ms’trs.butiom ALl OIR Persomnel R a
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©  OFFICE OF TRATINING REGULAYION NO, 207 .~ " 14 October 1954 .

SUBJECT: INDIVIDUAL CAREER DEVELOPMENT PLANS

oo

1, GENERAL

In ovder that the Office of Trmining Career Service Board -
czn properly plsn for the varcer development of its pervoanel, the
- Yollowing policles and procedures vill govern the preparation and
" processing of individual enrear dovelopment plans for each service
- designes of the Office of Training, o '

2, POLICY

i

O - providing for the career dovelopmont of its personnel, it is tbs
: ' ‘policy of the Dirsuter of Training that the interests of the L
individusl consernsd as well as those of the Offise of Training

- and the Agenvy am & whole, will be propsrly eonsidered, R
b, Individml corver development plans approved by the Offios

of Trainirg Career Servies Beard will be put into effect subject
to limitations which may arise out of considerations of the

individual's capacity to porform, his growth potential, the effect

of his eareer developmont plan upon the operation of the Office

of Training, and overriding tudgetary limitations or personnel ~,

iy eellings of the Agency,
| 3, IDIVIDUAL CAREER DEVELOPMENT PLANS

_ Each Indlvidunl Career Duvelopment Plan will cover a five-ywar =

period and vill be prepared in detail for oms to two years in advanve,
and in gensral terms for an additional two to thros-year period, Each .
Individual Career Development Plan will eontains »

' a, A statemont by the individusl of his career interests
and plans, vherein he advisos and expresses his desires for _
training, rotation, reassigmment, or retention in his present =
aseignment, and proposes his own resommsndations for putting his

- oarecr develoyment plan into effect, L S

P

iy

Approved For Release 2001108101 ZHERBPE0%01526R0004080 0L
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: f L/ Ji
OFFICE OF TRAINING REGULATION NO, 20.7 14 Ootober 1954

b, A atatamnt by his mpeniaor which reeommends approwal,
modifications and altermativea to the training, rotation; reassig-
ment, or retention of present assignment as eontained in the plan
and which recommends the conditions which should govera the action
. taken to put the plan into effect,

4, RESPONSIBILITIES AND PROCEDURES

8, Each employse i responsible for proparing and submitting
_ his Career Dovolopment Flan through hie supervlsor ahd the Chief
of the mjor component of the Office of Training to whieh he ia
assignoed, ninety (90) days prior to the date upon which all earver
 plans for that componsnt are to be submitted for anmml review by
~ the OTR Carcer Servies Board, (See paragraph 4., below,) He
vill reviev and modify his Camer Dewlopmmt Plan anmally,

b, Supervisors will be msponniblo for ascertaining that
career plans are initisted by employees undor thelr irmediate
Jurisdiction., Each supervisor in the chain of cormand will reviaw
, - each plan, recormending modifieation or implementation, The plan,
: _(O ' ineluding supervisory recommendations, will be submitted to the =
~ . OTR Career Service Board through the OTR Career Management Oi‘ﬁm.,

¢, FPersonnol Branch, UTR, will notify Division and Staff
. Chiefs of the due date for submittal of career plans, Division
. and Staff Chiefs will be required to subtmit to the Board an anmal
. gummary of the plans of all peraons under thelr jm'iadiction
vaccordi.ng to the. rollmdng schdulm \d

o -+ (1) language & Area Tmf.ning Schpol - W
Sge e Plann & Research Staff - February ‘

T Aspescment & Evaluation Staff « March

- Intelligonce Training School - April

Administrative Staff - May, June _ -
Bapie Training School « July, August, Septmber o
~ Operations Training School - Octobter, November, Docember

* It 18 to be noted that thh schedule is btased on* the o
. organization of tho Ofrieo of Truinim, vhich :la not 1n offoct
o nt thia \rritiug. e :
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